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Encounter Registry – Community Encounter and Venue Time Data Entry Guide 
 

Encounters – Home page, double click on Venue then hit Add upper right hand corner 
 

Initial Assessment: All questions must be answered except ‘Quality Improvement Project Clinic Site’ 

Remember:  Change date to date of encounter 

   Add a preferred county so Community Resources for that county show up 

 

New Questions have been added to the Initial Assessment 

    

 Client Enrolling in EWM 

o This client will be enrolled in EWM and all health coaching and navigation will 

be done in the Med-It system 

 Client Enrolling in NCP 

o This client will be enrolled in Nebraska Colon Cancer Program and all data 

entry will be done in the Med-It system 

 Client marked for Navigation in Encounter 

o This client will be Navigated in Encounter in the HUBs Navigation venue 

 Client marked for Health Coaching in Encounter 

o This client will be Health Coached in Encounter in the appropriate HUBs Health 

Coaching venue 
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New Questions  
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Client Information: 

Address/Phone/Email address. At the minimum you need to get the Zip Code 

 

State Program Eligibility – SKIP 

 

Health Assessment Questions: 

  Health Coaching – SKIP 

  Breast/Cervical Navigation, Navigate to Diagnosis – SKIP 

  QIP Project Only - SKIP 

  Behavior & Mental Health – Optional 

  Cancer Prevention – Optional 

  CVD & Diabetes – Optional 

  Health Lifestyles – Optional 

  Physical Activity & Nutrition – Optional 

 

Preventive Screening Tests 

Preventive Screening Tests - Optional 

National Risk Assessments – Optional 

  Medical Questions - These are used when Health Coaching. 

 

Additional Resources Request 

 If your Venue is on CVD and Diabetes but the client wants some of your Financial Support information 

you can check mark Financial Support so the resources you have in the system marked Financial  

Support will show up. You don’t need to recheck CVD and Diabetes because you have marked that  

when entering your venue.  

  

Recommendations Referrals - You can print a copy of this report for the client 

 Recommendations –  

This page shows the recommended exams and activities based on the questions the  

  client answered. Any Preventive test results you entered for the client will show up here. 

 Physicians –  

  This is the where you choose clinics that the client can call if they do not have a primary 

  Physician. These show up based on the Preferred Counties you enter on the Initial Assessment. 

  You may sort these by city or zip code. 

 Community Resources – 

  This is where you can recommend any community resources the client may benefit from based  

  on how the clients answered the previous questions. 

 

Client Summary -   

  Client summary shows all of the recommendations and resources for this client. 

 

You can Save the client summary to your computer if you are at a community event and do not have access to a 

printer or you can print the client summary and give it to the client right then. 

 

 

Return to the Venue’s Encounter List to add another encounter for a different client.  
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Clients only get added to a community venue once. 

Client Summary 2 pages 
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Enter Venue Time - Admin/Setup/Venues 

 

Highlight Venue – This will show ‘Staff Commitment’ in the upper right hand corner of screen 

 

 
 

Open Staff Commitment 

 

Add  

 

Venue Worker – Work time is added per worker in total minutes worked at the venue 

 

Name 

Last Name – Add last name of staff that worked at the venue 

First Name – Add workers first name 

 

MI – Add middle initial – Optional 

 

Volunteer- Is not reimbursable time 

Yes – This person was a volunteer 

No – This person was not a volunteer 

 

Time Spent 

 

Prep Time – Skip 

Work Time (mins) – Total time worked at venue in minutes 

Save 

 

Back  

 

Repeat to add more workers at the venue 

 

Mileage – Mileage is added per car/round trip 
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Add 

Last Name – Mileage and drivers last name 

Ex: Mileage Crane 

First Name – drivers first name 

 

Volunteer – for Mileage volunteer should always be no. Mileage is not covered for volunteers 

 

Prep Time – Skip 

 

Work Time – Total mileage, round trip 

 

 
 

 

No Pay Venue Time – To show time worked at a venue but not have the venue counted for Venue Time and 

Overhead. 

 

Add 

 

Last Name – No Pay, workers last name 

Ex: No Pay Crane 

First Name – workers first name 

 

Volunteer – Yes or No 

 

Prep Time – Skip 

 

Work Time – Total time worked in minutes 

 

 
 

 

 

 


